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NAVFAC | NSTRUCTI ON 1650. 2F

From Conmander, Naval Facilities Engi neering Comrand

Subj: POLI CY AND PROCEDURES FOR RECOMVENDATI ONS FOR M LI TARY
DECORATI ONS AND UNI' T AWARDS

Ref:  (a) SECNAVI NST 1650. 1E

Encl: (1) Procedures for Preparing, Submtting and Processing
Awar ds
(2) Senior Menber, NDBDM s nmeno of 24 Cct 97
(3) Sanmple Single Page Certificate/Ctation
(4) VCNO Note of 25 Feb 97

1. Purpose. To promulgate policy and procedures for the
preparation, subm ssion and processing of mlitary decorations
and unit awards within the Naval Facilities Engi neeri ng Conmand

( NAVFACENGCOM .
2. Cancel | ati on. NAVFACI NST 1650. 2E.

3. Scope

a. Mlitary decorations and unit awards have the extrenely
beneficial purpose of publicly recognizing and rewarding
extraordi nary, exceptionally meritorious, or conspicuously
out standi ng acts of heroismand other acts and services which are
above and beyond that nornmally expected and which distinguish the
i ndi vi dual or individuals fromanong those performng simlar
acts or services.

b. Superior performance in the execution of normal duties
over an extended period of time is not necessarily a basis for a
mlitary decoration or unit award. Reconmendations should
therefore refer to specific achievenents not previously
recogni zed by a decoration or unit award, reflected in fitness
reports or evaluations, neritorious masts, letters of
commendati ons or other public recognition.
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c. Recomendations for a mlitary decoration, to recognize
a specific act or achievenent distinct fromnormal assigned
duties, may be submtted for consideration prior to the end of a
tour of duty. Special achievenent of this nature is nost
appropriately recogni zed by the Navy Achi evenent Medal, and
shoul d be awarded under the Commanding O ficer’s authority.
Ref erence (a) applies.

d. Mlitary decorations to personnel conpleting a career in
t he Navy shoul d be given positive consideration as should the
presentation of conmmand pl aques to personnel conpleting a
particularly noteworthy tour of duty.

e. Enclosure (2)and (3) provide guidance for the
preparation of the single page certificate/citation for the Navy
and Marine Corps Comendati on Medal and the Navy and Marine Corps
Achi evenent Medal .

f. Enclosure (4) reflects CNO gui dance on award | evels, and
shoul d be consi dered when recomendi ng upper |evel awards
(Meritorious Service Medal and higher).

4. Action. The policies, procedures and criteria set forth by
reference (a) and enclosures (1) through (4) shall be followed in

t he recommendati on, preparation, subm ssion and processing of
mlitary decorations and unit awards.

B. D. NEAL
Director of Seabee Support

Di stribution:
SNDL (5 copi es each)

FKN1, FKN13, FKN2, FF74, FA46, FB54, FT104, FKN7, FKN10

NAVFAC | nternal List |



PROCEDURES FOR PREPARI NG SUBM TTI NG AND PROCESSI NG AWARDS

1. Reference (a) specifies awarding authorities for mlitary
decorations and unit awards. Al award recommendations submtted
t o COMNAVFACENGCOM shal |l be submtted on a floppy disk in

M crosoft Wrd or via electronic transm ssion. To expedite
processing, a copy of the 1650/ 3 should be faxed to code 12Rl.
Award Recomrendations at the Meritorious Service Medal |evel or

hi gher will be submtted via COVWAVFACENGCOM to CNO. For Navy and
Mari ne Corps Achi evenent Medal s and Navy and Mari ne Corps
Comrendati on Medal s exceedi ng Commanding Officer’s authority,
recommendations will be sent to COWAVFACENGCOM f or approval.

For those award recommendations not requiring submttal to or via
COWNAVFACENGCOM a copy only is to be provided.

2. Unit awards, except for the Meritorious Unit Commendati on,
wll be forwarded to the Secretary of the Navy through the chain
of command. Meritorious Unit Commendati ons which do not include
foreign mlitary personnel, nenbers of other services, or
civilians, will be addressed to the Chief of Naval Operations.

| f such personnel are included, the recommendation wll be
forwarded to the Secretary of the Navy.

3. Award reconmmendations should be submtted in a tinmely manner
to arrive at the awarding authority at |east eight weeks in
advance of the projected presentation date.

4. Recommendations for mlitary decorations will be prepared on
t he Personnel Award Recommrendation form OPNAV 1650/3. However,
for award recommendations sent to or via COWAVFACENGCOM the
“Summary of Action” on the Personal Award Reconmendation form
shoul d be separately attached to facilitate processing. Al
recommendati ons nust be error free and appropriately justified
and sufficiently detailed to all ow proper eval uation and
decision. Generalities should be avoided and specific exanples
of exceptional performance and manner of acconplishnent together
with the results and benefits derived therefrom should be
presented. The anount of detail and supporting docunentation
requi red depends on the circunstances, however, Navy and Mari ne
Cor ps Achi evenment and Commendati on Medal recomendations’ Summary
of Actions should not exceed one page.

Encl osure (1)



5. Particular care should be exercised in preparation of the
proposed citation which is a condensation of the Summary of
Action. Recipients of awards are entitled to well-prepared
citations. The citation consists of a standard openi ng sentence
and closing, and a statenent of heroic or nmeritorious achi evenent
or service as further defined in reference (a). The citation
must agree with the recommendati on and Summary of Action as to
rank/rate, date(s), duty station, assignnent and acconpli shnent.
It nmust be factual, contain no classified information, be
adaptable to publication by the news nedi a.

2 Encl osure (1)



DEPARTMENT OF THE NAVY
OFFI CE OF THE SECRETARY
1000 NAVY PENTAGON
WASHI NGTON DC 20350- 1000

24 COct ober 1995

VEMORANDUM FROM THE SENI OR MEMBER, NAVY DEPARTMENT BQARD OF
DECORATI ONS AND MEDALS ( NDBDM
To: Di stribution List

Subj : SI NGLE PAGE CERTI FI CATE/ Cl TATI ON FOR THE NAVY AND MARI NE
CORPS COMVENDATI ON MEDAL AND THE NAVY AND MARI NE CORPS
ACHI EVEMENT MEDAL

Ref : (a) ALNAV 084/ 94
(b) SECNAVI NST 1650. 1F

Encl : (1) Sanple Single Page Certificate/Ctation

1. In accordance with the changes set forth in reference (a) to
reference (b), the follow ng guidelines and enclosure (1) are
provided in preparing the single page Navy and Mari ne Corps
Commendat i on and Achi evenment Medals certificate/citation.

- NAVY AND MARI NE CORPS ACH EVEMENT MEDAL
For m Nane: NAVSO 1650/ 12 St ock Nunber: 0104-LF-019=2900

- NAVY AND MARI NE CORPS COMVIVENDATI ON MEDAL
For m Nane: NAVSO 1650/ 11 St ock Nunber: 0104-LF-019-2800

- There should be (at least) a 1" right and left margin
with full margin justification (both right & left). It should be
typed in all capitalization and with the sane size/point el enent
or font (except the signature bl ock which can be smaller).

- For subsequent awards: In parenthesis type nunber of
award in all caps (eg. GOLD STAR IN LI EU OF THE TH RD AWARD)
directly under the award title. This |ine should be centered
W thin margins.

-  The "TO' Line: 1In all caps type rank/rate foll owed by
recipient first nane, mddle initial, |ast nane and conponent
spel l ed out (eg. CH EF HOSPI TAL CORPSMAN CHRI STOPHER L. NMAYBERRY,
UNI TED STATES NAVY). This line(s) is centered wthin margins.
Try to get information all on one line, if two lines are required
the recipient's name should be on the first line if at al
possi ble. For officers type corps directly after nanme (eg.

LI EUTENANT NATHAN D. ADAMS, MEDI CAL CORPS, UNI TED STATES NAVAL
RESERVE). For enlisted personnel who have qualified for one of
the four warfare designators - Submarines, Aviation Warfare,



Surface Warfare or Seabee Conbat Warfare - type designator
directly after rate (eg. PERSONNELMAN FI RST CLASS ( SURFACE
WARFARE) NATHAN D. ADAMS, UNI TED STATES NAVY). No ot her
classi fying designators should appear on certificate.

- The "FOR' Line: Use appropriate openings for each award
(eg. MERI TORI QUS SERVI CE, MERI TORI US ACHI EVEMENT, HERAO C
ACHI EVEMENT for the Comrendati on Medal and PROFESSI ONAL
ACHI EVEMENT | N THE SUPERI OR PERFORMANCE OF HI S DUTI ES,
PROFESSI ONAL ACHI EVEMENT for the Achievenent Medal). The
standard openi ng and cl osi ng sentences shoul d al ways be used.
Dependi ng upon the elenment or letter font size you use, include
as many additional sentences fromthe proposed citation as
possi bl e ensuring all typed information is above the seal.

- The Date Line: This should be the date the award is
approved and correspond with Bl ock 24 of the OPNAV Form 1650/ 3.
Use all caps, nuneric nunbers, and three letter nonth
abbrevi ations (eg. 18TH AUG 95).

- The Signature Line: Type in the words "FOR THE" directly
in front of SECRETARY OF THE NAVY - try to match font/el enent
size as close as possible. On the next line type awardi ng
authority's nane. On the next line type awarding authority's
rank and conponent. On the next line type his official awarding
authority title (see enclosure (1)). Abbreviate rank and titles
only when necessary for space purposes but do not exceed three
lines. The certificate nust be signed by the awardi ng authority.
This information is required on all certificates to ensure proper
docunent ati on and acceptance by NDBDM

2.1t is inperative that awarding authorities continue to submt
the conpleted front original of OPNAV Form 1650/3. Until your
supply of old certificates are depleted, you nmust continue to

i ssue and submt to us a separate citation (reference (a)
refers). Once you have depleted your supply of the old
certificates, you will submt the single page certificate with
menber's social security nunber typed in the upper right hand
corner wiwth the OPNAV Form Conmands subm tting recomrendati ons
to a higher authority for approval nust still submt a proposed
citation. However, the length can be shortened from18 - 22
doubl e-spaced typed lines to 10 to 12 lines (exception nmay be
commands submtting only a proposed citation as justification).
Awar di ng authorities should incorporate set subm ssion procedures
to their subordinates while ensuring Secretarial policy is
adhered to. In addition, for those subordinate comands in your
chain of command not |listed on the distribution list ensure this
menor andum and sanple is distributed to their appropriate awards
of fices.



3. Do not hesitate to contact the Board for any additional
information you may require in regards to this matter on (a) 221-
8770 or (c) (703) 325-8770.

BARBARA A. W LSON
By direction

Encl osure (2)



DEPARTMENT OF THE NAVY
THIS IS TO CERTI FY THAT
THE SECRETARY OF THE NAVY HAS AWARDED THE

NAVY AND MARI NE CORPS COVMENDATI ON MEDAL

(GOLD STAR IN LI EU OF THE TH RD AVWARD)
TO
CHI EF HOSPI TAL CORPSVAN CHRI STOPHER L. MAYBERRY, UNI TED STATES NAVY

FOR

MERI TORI QUS SERVI CE WHI LE SERVI NG AS SENI OR | NSTRUCTOR, BASI C X- RAY TECHNI Cl AN SCHOOL,
NAVAL SCHOOL OF HEALTH SCI ENCES, SAN DI EGO, CALI FORNI A FROM AUGUST 1991 TO AUGUST 1995.

CH EF PETTY OFFI CER MAYBERRY DEMONSTRATED EXCEPTI ONAL LEADERSH P AND ORGANI ZATI ONAL SKI LLS
I N I MPLEMENTI NG SWEEPI NG | MPROVEMENTS | N PATI ENT CARE, STAFF PRODUCTI VI TY, AND CLI NI CAL
PROCEDURES. CHI EF PETTY OFFI CER MAYBERRY' S | NI TI ATI VE, PERSEVERANCE, AND LOYAL DEVI Tl ON
TO DUTY REFLECTED CREDI T UPON H MSELF AND WERE | N KEEPI NG W TH THE HI GHEST TRADI TI ONS OF
THE UNI TED STATES NAVAL SERVI CE.

G VEN TH' S 18TH DAY OF AUG 1995

FOR THE SECRETARY OF THE NAVY

HARCLD M KCEN G

VI CE ADM RAL, MEDI CAL CORPS, USN

CH EF, BUREAU OF MEDI CI NE AND SURGERY

Encl osure (3)



Note from VCNO on Awar ds:

| am seeing an upward creep in the level of awards. While we do
not want to reduce the use of the awards systemto recognize

out st andi ng performance, we want to reverse the trend of
inflation of award level. Please understand the distinction. W
are not trying to cut down on the use of awards by cutting down
the nunber; we are trying to restore the significance of the
upper end of the award | evels.

Pl ease consider this: the Chairman of the Joint Chiefs of Staff
is going to get a Navy Distinguished Service nedal when he
retires, as is the CNO Meanwhile, | have seen PQVSs recomended
for Meritorious Service Medals as end of tour awards. Between
the PQVS and the CICS there is only the Legion of Merit. W
cover a lot of ground with only three different awards.

Clearly, we have got to restore the use of the DSM the LOM and
the MSMto the purpose for which they were intended. | request
your help in this effort by considering the foll ow ng as rough
gui del i nes when revi ewi ng awar ds;

-DSM i s appropriate for four star end of tour and three and four
star retirenments. There may be an occasional exception for a two
star retiring after an unusually long total career.

-LOMis appropriate for one and two star end of tour awards and
O 6 and one and two star retirements. There may be frequent O 6
end of tour circunstances (usually major comrand) that m ght
warrant an LOM

-MSM is appropriate for OG5 command and O 6 non-command end of
tour awards and O5 retirenents. Span of responsibility

consi derations woul d al so make sonme enlisted E-9 retirenments and
end of tour awards appropriate at this level. |If an MSMis
appropriate for O5 conmand tour conpletion, by inference we
woul d conclude it is generally too high for 0G4 staff end of
tour.

Qbviously there are exceptions, but they woul d be exceptions and
not the rule. Alnost every award at this level is originated or
endorsed by a flag, so consensus anpong ourselves wll send this
trend noving in the right direction and not require the SECNAV
awar ds board to do the policing function for us.

ADM H W Cehman, Jr.

Vi ce Chief of Naval Operations

Encl osure (4)



